
Grand Rapids Art Museum 

         Job Descriptions  
 

 

. 

ArtPrize Visitor Services Associate 
 
Department: Learning & Creativity   Job Status: Part Time / Temporary for ArtPrize   

FLSA Status: Non-exempt    Reports to: Director of Learning & Creativity 

Work Schedule: Varying hours                 Travel Required: Less than 5% 

Positions Supervised: None     

 

Position Summary:  
 

A Visitor Services Associate provides the first impression and the last interaction for visiting guests. An associate 

maintains and ensures visitor-centered Museum practices and provides the highest level of customer service. This position 

plays a vital role in communicating information to guests and assists with various projects.  

 
Essential Job Functions:  
 

1. Provide excellent visitor services, including greeting, orientation, and personalizing the experience of all guests. 

2. Maintain continued knowledge of exhibitions, upcoming programs, events, and discounts. Enthusiastically 

provide all guests with information on museum exhibitions and programs and solicit memberships.  

3. Work towards continually improving the visitor experience and communicate visitor comments and concerns. 

4. Assist with managing crowds when Museum areas become congested. 

5. Ensure front desk and lobby area is neat and presentable, restocking supplies and handouts as needed.  

6. Process transactions and collect payments efficiently and accurately.  

7. Answer phone inquiries and direct questions to appropriate staff as needed. 

8. Monitor restricted items upon guest entry. 

9. Handle additional duties as needed by visitors, supervisor, and administrative staff. 

 

Knowledge, Skills, and Abilities:  
 

1. Strong interpersonal and verbal communication skills when interacting with visitors and staff. 

2. Enthusiasm to work as a team member and for the success of GRAM as a whole. 

3. Able to remain courteous, calm, positive and effective, especially during high-traffic times. 

4. Ability to adapt to changes in the work environment, manage multiple work demands, and adjust to delays and 

unexpected events. 

 

Education and Experience Requirements: 

 

1. High school education/G.E. D 

2. Guest or customer service experience is necessary  

 
Physical Job Requirements:   

 
While performing this job, the employee will be required to stand and walk around for extended periods during high-

traffic times. Will be required to stand to greet visitors. Will be required to lift up to 20 pounds occasionally. Will do close 

work with a computer monitor and repetitive hand movement.  Must be able to communicate verbally. 

 

The company has reviewed this job description to ensure that essential job functions and basic duties have been included.  

This is not intended to be construed as an exhaustive list of all functions, responsibilities, skills or abilities.  Additional 

functions and requirements may be assigned by supervisors as deemed appropriate. 


